Certificate IV in Business
(Frontline Management) eseaos

Course Suitability
This course has general suitability for employees
in any industry who are currently or likely to be in
a team leader role eg

Office Managers

Office Supervisors

Customer Service Supervisors

Leading Hands

Branch Manager

Course and Vocational Outcomes
The core modules of this course deliver skills
and knowledge in:
Developing work priorities
Effective workplace relationships
Promoting team effectiveness
Monitoring a safe workplace
Implementing operational plans

The electives allow skills development in:
Implementing continuous improvement
Developing teams and individuals
Promoting innovation and change
Co-ordinating customer service
Managing projects
Identifying and applying risk
management processes
Implementing and monitoring
environmental policies
Communicating electronically
Leading and facilitating E-Staff

NSW Vocational
Education & Training
Accreditation Board

Enrolment Options
Private enrolment
Employer sponsored enrolment
Traineeship enrolment*

o0 New Worker Traineeships
0 Existing Worker Traineeships

* Subject to eligibility in your state. Refer to our

brochure About Traineeships. Note: all types of

enrolments are subject to meeting the entry
requirements.

Course Duration

You study at your own pace with distance
delivery. You are however, required to submit
work at regular intervals and to an agreed
timetable of study. Normal fulltime study takes 30
weeks. Part time study takes 60 weeks.
Traineeships allow 24 months for completion but
the course is normally timetabled over 60 weeks.
The College commences courses all year round.

Entry Requirements

There are no formal entry requirements.
However average levels of English literacy, and
the capacity to analyse and solve problems are
essential skills at this level. Practical experience
in a working environment with some supervisory
roles is recommended.

Qualification and Career Pathways
Career paths include opportunities as:
Managers; and
Team Leaders.

This is a nationally accredited formal
qualification recognised as part of the Australian
Qualifications Framework. After completion of
this qualification you have a range of
opportunities to continue your studies at Diploma
level.

Diploma in Business

Diploma in Business
(Frontline Management)

For More Information or To Enrol
Phone: 1800 686 883

Australian College
of Commerce & Management

Registered Training Organisation National ID 1441 Phone: 1800 686 883 www.austcollege.com.au
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BSB41004 Certificate IV in Business (Frontline Management)

8 Units of Competence are required to achieve this Qualification.
The following list details the 5 core or compulsory units of study taken in this course.

Three further units must be selected from the Electives listed to achieve the qualification.

Module of Study Workplace Skills and Outcomes

Core Module 1. Achieving Work Priorities

BSBCMN402A * Plan own work schedule

Develop Work Priorities ¢ Monitor own work performance

» Coordinate professional development

Core Module 2. Ensure a Safe Workplace

BSBCMN411A « Implementing Occupational Health and Safety procedures
Monitor a Safe Workplace « Implementing workplace participation about OHS issues

* Legal OH&S obligations

¢ Risk Assessment

« Implementing Occupational Health and Safety training

Core Module 3. Leading People

BSBFLM403B e Gather and convey information and ideas
Manage Effective Workplace |« Develop trust and confidence
Relationships  Build and maintain networks and relationships

* Manage difficulties to achieve positive outcomes
BSBFLM412A e Participate in team planning

Promote Team Effectiveness | « Develop team commitment and co-operation
* Manage and develop team performance

Core Module 4. Implement Operational Plan
BSBFLM405B * Plan resource use and acquire resources
Implement Operational Plan | «  Monitor operational performance

3 Electives must be selected to complete the qualification.

Customer Service Elective Module

BSBCMN410A * Advise on customer service needs

Coordinate implementation *  Support implementation of customer service strategies
of customer service » Evaluate and report on customer service

strategies

Develop a Workplace Learning Environment Elective Module

BSBCMN404A ¢ Identify and implement learning and development needs
Develop teams and » Develop learning plans to meet training and development
individuals needs

« Providing workplace learning opportunities to achieve
competencies
* Monitor and evaluate workplace learning
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BSB41004 Certificate IV in Business (Frontline Management)

Module of Study Workplace Skills and Outcomes

Implement TOQOM Elective Module

BSBFLM409B * Implement continuous improvement processes
Implement continuous * Monitor and adjust performance
Improvement » Consolidate opportunities for further improvement

Implement Change Elective Module

BSBCMN412A * Planning to introduce change
Promote Innovation and » Develop creative and flexible approaches and solutions
Change » Facilitating commitment to change

* Monitor and evaluate change

Manage Projects Elective Module

BSBCMN419A * Define project

Manage projects « Develop project plan

e Administer and monitor project
« Finalise project

* Review project

Manage Risk Elective Module

BSBCMN416A * ldentify risks
Identify risk and apply risk « Analyse and evaluate risks
management processes e  Treat risks

*« Monitor and review effectiveness of treatment of risks

Implement Environmental Policy Elective Module

BSBCMN413A * Provide information to the work team

Implement and monitor « Implement and monitor operational procedures

environmental policies + Implement and monitor change and continuous
improvement

* Implement and monitor recording procedures
* Implement and monitor and environmental management
training program

Communicate Electronically Elective Module
BSBEBUS403A  Communicate online
Communicate electronically e Collaborate online

* Implement electronic conferencing procedures

Lead and Facilitate E-Staff Elective Module
BSBEBUS409A + Facilitate e-work outcomes
Lead and facilitate e-staff » Support e-staff

* Manage e-staff performance
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